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	Purpose:
	This procedure provides a guide to the application and management of grievances. 
This policy will be maintained by the Centre Management and approved by the Parent Committee.



Overview
This procedure provides a set of principles and guidelines for resolving grievances which include issues relating to discrimination, harassment, bullying, or any other problem, concern or complaint that is work related. 
Educators are encouraged to maintain good working relationships with Centre Management and other Educators. All work-related concerns will be addressed as quickly and effectively as possible. Educators are encouraged to take ownership of issues and actively participate in the resolution process.
The procedure aims to provide direction on what to do if an Educator has a grievance and the process to follow if they wish to make a complaint. It sets out guidelines for grievance resolution, however the Centre Management may deviate from the relevant procedure when deemed appropriate in specific circumstances.  
All Educators are to be provided with a copy of these procedures upon commencement of their employment and whenever they are updated. The Educators are required to familiarise themselves and comply with the obligations set out in this procedure. The procedure does not form part of any contract of employment. 
High standards of confidentiality will be maintained in the handling of grievances and any parties involved are to adhere to strict confidentiality guidelines. 
People directly involved in a legitimate grievance process will be expected to continue to conduct themselves at and around the service in a professional manner.
The Educator raising the grievance may withdraw their grievance at any time, however, where the grievance identifies other issues of concern, the Staff Liaison Officer or Centre Management may decide to investigate those other issues. 
Staff Liaison Officer 
To facilitate communication between Educators and the Parent Committee, the committee will annually appoint at least one of its members as the Staff Liaison Officer. It is important that the Staff Liaison Officer be considered neutral and unbiased in order for this role to be performed correctly; hence the Parent Committee should consider this when appointing the appropriate committee member. If the parent committee fail to appoint a Staff Liaison Officer, the president of the parent committee may be leveraged to carry out the duties of the Staff Liaison Office. The Staff Liaison Officer will have 2 primary objectives whilst acting as a representative of the Parent Committee: 

1) To work with the Centre Management on staff related matters (including, but not limited to, staff performance appraisals and staff performance management)

2) To act as a contact point for Educators, in the event they have a grievance with matters relating to the Centre (including, but not limited to, Centre Managers). This will include both reactive engagement when an Educator raises a concern, and also proactively, via a six monthly process whereby the Staff Liaison Officer will randomly select a number of Educators to have a private discussion and seek their general feedback on the culture and performance of both the Centre and Centre Staff. Any grievance issues that arise from these discussions will follow the Staff Grievance Procedure below. Following the six monthly review process, the Staff Liaison Officer will share with the Parent Committee a general overview of the feedback received, without specifying individuals or information that could be used to identify specific Educators. 

Current Staff Liaison Officers: Alex Le Couter 


Staff Grievance Procedure Guidelines
1) Informal Staff Grievance Procedures
· Where possible, prior to initiating a formal grievance procedure, all persons involved should attempt to resolve any issues directly in a professional manner through an informal discussion.
· Where the individual would like assistance to facilitate a discussion, the Educator can contact the Staff Liaison Officer to arrange an informal discussion. This would be completely confidential and a formal grievance procedure would only be initiated if other measures were not successful and following discussion with the Educator(s) involved. 
· The Staff Liaison Officer can help to drive discussions, and where possible seek an appropriate outcome to the grievance, in partnership and concurrence with the Educator(s) raising the grievance, and any other involved parties as appropriate.
· If a satisfactory outcome cannot be attained through informal management by the Staff Liaison Officer, the formal Staff Grievance Process may be initiated following a discussion with the Educator raising the grievance.

2) Formal Staff Grievance Procedures
· Where the informal process is not appropriate (for example, if the Educator does not feel comfortable to follow the informal process to discuss the issue directly) or has not successfully resolved the issue/concern, a more formal approach should be taken.
· The Staff Liaison Officer will be briefed about the grievance and its current status if they are not already involved. 
· The Staff Liaison Officer should notify the Parent Committee that a formal Staff Grievance process has been initiated, and provide updates on progress as appropriate.  
The Staff Liaison Officer will coordinate the following process:
· An interview will be conducted any both parties involved, witnesses (if applicable), and the Centre Coordinator (if applicable).
· Assessment of relevant documentation (e.g. job description and policies).
· The preparation of a clear articulation of the issue.
· If appropriate arranging a formal meeting between the relevant parties in order to mediate a resolution. Where possible these meetings will be conducted by the Staff Liaison Office with a neutral committee member present. This neutral committee member will prepare a written record of the outcomes of the meeting and will not have input into the discussion.  There may be times where a formal mediator is required and they will run this process independently. 
· The preparation of a report capturing the recommended solution for agreement by relevant parties, including resolution steps and monitoring process (where required).
· The monitoring of progress of the resolution (where required).
· At any point in this Formal Staff Grievance process, issues that the Staff Liaison Officer deems to be unresolvable with the above process, or deemed to be a minor or major Staff Performance issue, will be brought to the attention of the Parent Committee for review and discussion. Typically, issues that cannot be resolved through the Staff Grievance Process, following review by the Parent Committee, may revert to the Disciplinary Policy for performance management of the Educator(s) concerned.
At formal staff grievance meetings, all parties are entitled to invite a support person to attend. This person does not provide input directly to the meeting, but may offer support and advice directly to their party during the meeting.
A confidential written record of the outcome of the meeting will be provided to all participants for their review.  Agreed outcomes will be signed off by relevant parties and a copy kept with the staff files.
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